REVISED CRIMINIAL/SEX OFFENDER RECORD CHECK
January 2007
MUST BE FILLED OUT BY DEPARTMENT FOR WAGE AND ADJUNCT FACULTY  
Please destroy previous instruction that you have received in filling out the Criminal History/Sex Offender Name Search.  You will still have to go to the State Police website at www.virginiatrooper.org 
Directions:

Once the home page appears, 

click on Forms & Publications (left column).
On new page, under the Criminal History/Background section, click in the box with the red arrow (recommended method).
On new page, select form SP-230 Criminal History &/or Sex Offender & Crimes Against Minors Name Search.  
On new page, follow instructions & fill in information.
Search Type


- select Other

Please Specify 

- (type in) Employment
Request Type

- Criminal History and Sex Offender Search 
Mail Reply To:
Name:

Southside VA Comm College

Attention:
Bethany Harris

Address:
109 Campus Drive

City:

Alberta

State:

VA
Zip:

23821

Method of Payment 

- select Existing Virginia State Police Account

VSP Account Number 
- A1774

Click to validate.
Click review complete form to be printed.
Open

Check the form to make sure all information is correct. If correct,
Click on File
Print

Under Print Range: select pages from 1 to 1

Click OK

Send only the first page of the original printout to the Human Resource Office for signature.
You DO NOT have to have the employee sign this form.  When you have the employee fill out the Authority for Release of Information form you can use all the information on that form to fill out the form SP-230.

If a mistake is made filling out form please do not white out or cross out.  The form is pre-bar coded when printed.  Correct it on the computer & redo form.

Send with Application for Wage and Adjuncts to Human Resources.

T: General Forms; Criminal Record Check Form
